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2008 User Guide
SAS Website Management
Information Services & Reporting, Student & Academic Services
For further information or to update this document contact:
Business Analyst: Data Management
This is an official document of the University of South Australia for internal use only.  The document has been prepared by Student and Academic Services for web use and will be maintained on a regular basis.  To ensure you have the most recent version it is advised that you access this document from its original location and do not keep local copies.
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Overview: SAS Web Management
The BA: Data Management assumes responsibility for the oversight and management of the SAS websites.  As the primary author the BA: Data Management is responsible for the following:
· ensuring web pages conform to the corporate web authoring guidelines

· ensuring the University’s legal and accessibility requirements are maintained
· ensuring that each SAS team has two trained web authors

· holding regular meetings with the SAS web authors

· providing advice to web authors within the unit

Each team in SAS is responsible for nominating a Primary and Secondary Web Author for their team.  This is usually the responsibility of the Coordinator of the respective team to manage.  Requests for author access must be placed via the BA: Data Management.  Each Web Author will be required to undertake Microsoft FrontPage and Corporate Web training.
The table below lists the current authors for each team.
	Team
	Primary Author
	Secondary Author
	Supervisor

	Whole Unit
	Kelly Hall
	Lean Gentner 
	Coordinator: IS&R

	IS&R
	Kelly Hall
	Leah Gentner
	Coordinator: IS&R

	Enrolments & Student Finance
	Vanessa Ward
	Jane O’Brien
	Coordinator: SF&E

	Exams, Results & Scholarships
	Jenny Zhang
	Bernadette Cook
	Coordinator: ERS

	Graduations & Records
	Kristy Steadman
	Skye Stephens
	Coordinator: G&R

	Programs, Admissions & Timetabling
	Elaine Miranda
	Emily Stansfield
	Coordinator: PAT 

	Unit Services
	Michelle Kavanagh
	Nina Skrinnikoff
	Coordinator: Unit Services

	Campus Central
	Alison Dall
	Alison Brown
	Manager: Campus Central


Responsibilities

Primary and Secondary Web Authors are responsible for maintaining the information on their designated web pages.  This involves regularly checking content and updating the information as required.  There are a range of information sources to assist them with the development of web content.  These include the following:
· Web Management Guidelines
· Web Authoring Guide
Web Authors are responsible for familiarising themselves with these resources and adhering to the relevant guidelines prior to web development or modification.
Once a page has been updated/developed Web Authors must forward the required URL/hyperlink and document to the appropriate Publisher.  It is expected that there is a 24 hour turn around to have web pages published.  Urgent updates/amendments can be published by contacting the Coordinator IS&R.

Responsibilities: by site area
	www.unisa.edu.au/sas 

	Site area
	Team responsible
	Publisher

	About us
	Unit Services
	Kelly Hall
Leah Gentner

	Campus Central 
	Unit Services
	

	Contact us
	Unit Services
	

	Forms
	IS&R
	

	Glossaries
	Unit Services
	

	IT systems
	IS&R
	

	Key dates and timelines
	Unit Services
	

	Newsletter
	Unit Services
	

	Operations and support

· Academic Review

· Admissions

· Bio/Demo data

· Calendar

· Class schedule

· Confidentiality of data

· Credit 

· Enrolment

· Examinations

· Golden Key

· Graduations

· Program approval 

· Programs & Courses

· Results Entry

· Room Bookings

· Scholarships, prizes and awards

· Student finance

· Student systems reporting

· Timetabling

· Transcripts

· Transnational student administration
	G&R

PAT
G&R

PAT
ESF
Unit Services

PAT
ESF
ERS
Unit Services

G&R

PAT
PAT
ERS
ERS
PAT
ESF
IS&R

ERS
G&R

G&R
	

	Schedule of student activities
	IS&R
	

	Training courses
	Unit Services
	

	Useful links
	IS&R
	

	User documentation
	IS&R
	


	www.unisa.edu.au/portal

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R
	Kelly Hall
Leah Gentner


	www.unisa.edu.au/future

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R
	MDU


	www.unisa.edu.au/campuscentral 

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R

Unit Services
G&R
	Kelly Hall
Leah Gentner


	http://www-p.unisa.edu.au/ccstaff/

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R
Unit Services

G&R
	Kelly Hall
Leah Gentner


	www.unisa.edu.au/golden

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R
	Kelly Hall
Leah Gentner


	http://www.unisa.edu.au/student/admin_info/default.asp

	Site area
	Team Responsible
	Publisher

	Examinations
	ERT
	MDU

	Fees & Finances
	(Links to future site)
	

	Graduation
	G&R
	

	Key dates and timetables
	IS&R
	

	Policies & procedures
	IS&R
	

	Prizes & Awards
	ERS
	

	Scholarships 
	ERS
	

	Transcripts
	G&R
	


	www.unisa.edu.au/enrolonline 

	Site area
	Team Responsible
	Publisher

	Whole site
	SF&E
	Kelly Hall
Andrew Bailey


	www.unisa.edu.au/scholarship

	Site area
	Team Responsible
	Publisher

	Whole site
	ERS
	Kelly Hall
Andrew Bailey


	www.unisa.edu.au/newstudents

	Site area
	Team Responsible
	Publisher

	Whole site
	IS&R
Unit Services
	Kelly Hall
Andrew Bailey


	www.unisa.edu.au/myunisa 

	Site area
	Editor
	Publisher

	Whole site
	Unit Services

IS&R
	Kelly Hall
Andrew Bailey


	www.unisa.edu.au/unisainfo 

	Site area
	Editor
	Publisher

	Whole site (selected parts)
	IS&R
	Graeme Poole

Jenny Zhang
Michelle Brereton

Natalie Franchini
Daniel Byrnes


Responsibilities: by team

	Team
	Web page

	Unit Services
	http://www.unisa.edu.au/sas/contact/alpha.asp
http://www.unisa.edu.au/sas/contact/contacts_function.asp
http://www.unisa.edu.au/sas/contact/contacts_team.asp
http://www.unisa.edu.au/sas/about/
http://www.unisa.edu.au/sas/about/OrgChart.pdf 

http://www.unisa.edu.au/sas/contact/default.asp
http://www.unisa.edu.au/sas/glossaries.asp 

http://www.unisa.edu.au/future/study/keydates.asp
http://www.unisa.edu.au/sas/newsletter/default.asp
http://www.unisa.edu.au/sas/processes/academicpolicy/confidentiality.asp 

http://www.unisa.edu.au/sas/training/default.asp
http://www-p.unisa.edu.au/ccstaff/ (whole site)
http://www.unisa.edu.au/campuscentral/ (whole site)
http://www.unisa.edu.au/newstudents/ (whole site)

	IS&R
	http://www.unisa.edu.au/sas/systems/default.asp
http://www.unisa.edu.au/sas/contact/distribution.asp
http://www.unisa.edu.au/sas/default.asp (Schedule of Activities Link)

http://www.unisa.edu.au/sas/processes/reports.asp
http://www.unisa.edu.au/sas/links/default.asp
http://www.unisa.edu.au/sas/documentation/default.asp 

http://www.unisa.edu.au/portal/
http://www.unisa.edu.au/future/
http://www.unisa.edu.au/campuscentral/
http://www-p.unisa.edu.au/ccstaff/ 

http://www.unisa.edu.au/golden/ 

http://www.unisa.edu.au/policies/policies/alpha.asp#aca (refer to SOP for updating academic policies)
http://www.unisa.edu.au/newstudents/ (whole site)
http://www.unisa.edu.au/myunisa/ (whole site)
http://www.unisa.edu.au/unisainfo/ (whole site)

	PAT
	http://www.unisa.edu.au/sas/processes/calendar.asp
http://www.unisa.edu.au/sas/processes/credit.asp
http://www.unisa.edu.au/sas/processes/progapproval.asp
http://www.unisa.edu.au/sas/processes/progcourses.asp

	G&R
	Graduations & Records
http://www.unisa.edu.au/student/graduations/default.asp 
http://www.unisa.edu.au/student/graduations/apply.asp 
http://www.unisa.edu.au/student/graduations/acadress.asp 
http://www.unisa.edu.au/student/graduations/ceremonies.asp 
http://www.unisa.edu.au/student/graduations/parchment.asp
http://www.unisa.edu.au/student/transcripts/default.asp 
http://www.unisa.edu.au/student/transcripts/faq.asp 
http://www.unisa.edu.au/student/graduations/tickets.asp 
http://www.unisa.edu.au/student/graduations/photography.asp 
http://www.unisa.edu.au/student/graduations/offshore.asp 
http://www.unisa.edu.au/student/graduations/glossary.asp 
http://www.unisa.edu.au/sas/processes/graduations.asp
http://www.unisa.edu.au/sas/processes/transcripts.asp 

Student Administration
http://www.unisa.edu.au/sas/processes/transnational.asp
http://www.unisa.edu.au/sas/transnational/forms.asp
http://www.unisa.edu.au/sas/processes/acadreview.asp
http://www.unisa.edu.au/sas/processes/acadreview.asp#contact
http://www.unisa.edu.au/sas/processes/academicreviewflowchart.doc
http://www.unisa.edu.au/sas/processes/biodemo.asp
http://www.unisa.edu.au/sas/forms/acadrev/default.asp
http://www.unisa.edu.au/sas/forms/acadrev/default.asp
http://www.unisa.edu.au/campuscentral/ 

	ERS
	Examinations & Results

http://www.unisa.edu.au/sas/processes/examinations.asp
http://www.unisa.edu.au/sas/processes/results.asp
http://www.unisa.edu.au/studysas/exams/default.asp
Scholarships & Prizes

http://www.unisa.edu.au/sas/processes/scholarprizes.asp
http://www.unisa.edu.au/scholarship/
http://www.unisa.edu.au/scholarship/newscholarships/
http://www.unisa.edu.au/scholarship/applynow.asp
http://www.unisa.edu.au/scholarship/grants.asp
http://www.unisa.edu.au/scholarship/undergraduate/default.asp
http://www.unisa.edu.au/scholarship/postgraduate/default.asp
http://www.unisa.edu.au/scholarship/iw.asp
http://www.unisa.edu.au/scholarship/faqs.asp
http://www.unisa.edu.au/scholarship/contacts.asp 
Prizes & Awards

http://www.unisa.edu.au/student/awards/default.asp
http://www.unisa.edu.au/student/awards/bue.asp
http://www.unisa.edu.au/student/awards/eass.asp
http://www.unisa.edu.au/student/awards/health.asp
http://www.unisa.edu.au/student/awards/ite.asp
http://www.unisa.edu.au/student/awards/ianwark.asp
http://www.unisa.edu.au/student/awards/whyalla.asp
 

	PAT
	Programs

http://www.unisa.edu.au/sas/processes/calendar.asp
http://www.unisa.edu.au/sas/processes/credit.asp
http://www.unisa.edu.au/sas/processes/progapproval.asp
http://www.unisa.edu.au/sas/processes/progcourses.asp
Admissions

http://www.unisa.edu.au/sas/processes/admissions.asp 
Timetabling

http://www.unisa.edu.au/sas/processes/roombookings.asp
http://www.unisa.edu.au/sas/processes/timetabling.asp

	ESF
	Student Finance

http://www.unisa.edu.au/future/fees/default.asp
http://www.unisa.edu.au/future/fees/fees.asp
http://www.unisa.edu.au/future/fees/tuition.asp
http://www.unisa.edu.au/future/fees/commonwealthsupported.asp
http://www.unisa.edu.au/future/fees/feepayingpostgrad.asp
http://www.unisa.edu.au/future/fees/nonaward.asp
http://www.unisa.edu.au/sas/processes/studentfinance.asp 

Class Scheduling

http://www.unisa.edu.au/sas/processes/classschedule.asp 

Enrolments

http://www.unisa.edu.au/sas/processes/enrolment.asp 

http://www.unisa.edu.au/enrolonline/ 

www.unisa.edu.au/enrolonline/enrolmentadvice/default.asp
www.unisa.edu.au/enrolonline/faq.asp
www.unisa.edu.au/enrolonline/feedback.asp
www.unisa.edu.au/enrolonline/helpoptions.asp
www.unisa.edu.au/enrolonline/usefullinks.asp
www.unisa.edu.au/enrolonline/override.asp
www.unisa.edu.au/enrolonline/universitybuddies.asp 



Update content on the SAS website

Web Authors are responsible for updating the content of their designated web pages.  To ensure quality control all changes to web site content must pass through an approval process prior to the site being published.  The BA: Data Management is responsible for ensuring the integrity of this process.
This process involves four steps.  It is important that these steps are carried out in order as demonstrated in the following process flow.
	Person responsible: BA: Data Management/Web Authors
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Instructions on how to complete each of the four steps are detailed under the relevant headings.
Step 1: Send a request to the site supervisor to have the content updated

	Action
	Details

	Send a request to the site supervisor to have the content updated.
	Advise the website supervisor of the content that needs to be either modified or developed and provide details of where it will be located.
You can not continue on to step two until you have permission from the website supervisor to update the content.


Step 2: Update the content on the website

	Navigation: 
start(all programs(Microsoft Office(Microsoft Office SharePoint Designer

	Open Microsoft SharePoint Designer.
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	Select open site.  The following dialogue box appears:
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	Enter the site address in the site name field or select it from the list if it appears.
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	Press the open button. 

	Enter your network user name in the user name field.

	Enter your network password in the password field.

	[image: image5.png]CGonnect to www. newdev. unisa.edu.au

The server uww.newdev.nisa.edu.au at
UniNet,unisa.edu.au requires a username and passord

Warring: This server s requesting that your username and
passuiord be sent n an insecure manner (basic authentication
withaut a secure connection).

User name: € halka b

[JRemember my password






	Press the ok button.
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	Select the folder and webpage you want to update from the folder list.
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	Make necessary changes to the web page.

	Press the save button.

	Select the preview in browser button to view the web page in internet explorer.
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	Press the save button.

	Exit Microsoft SharePoint Designer.


Step 3: Gain approval for updated content 
	Action
	Details

	Forward the updated link to the website supervisor for them to check and approve the changes.
	You can not proceed until changes have been approved.


Step 4: Confirm the content meets corporate guidelines

	Action
	Details

	Forward the updated link to the BA: Data Management to ensure that content meets corporate guidelines.
	Corporate guidelines are available at www.unisa.edu.au/mdu.
Content can not be published until it has been checked against the corporate guidelines by the primary web author.



Publish website content

The BA: Data Management together with the Web Authors who have publishing rights assume responsibility for publishing content on all SAS websites.  
When a Web Author updates the content on a web page it is not available over the internet until the process of publishing has been completed.

This process involves three steps.  It is important that these steps are carried out in the order demonstrated in the following process flow diagram.

	Person responsible: BA: Data Management/Web Authors with Publishing Rights
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Instructions on how to complete each of the three steps are detailed under the relevant headings.
Step 1: Receive request to have website content published

	Action
	Detail

	Receive a request from the Web Authors to have website content published.
	The request will need to be made in writing.  Before publishing the content you will need to confirm that it meets corporate guidelines and has been approved by the website supervisor.


Step 2: Publish updated content
	Navigation: 
https://www.applications.unisa.edu.au/publish/publish/  

	Open the ISTS publishing website.
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	Enter your network username in the username field.

	Enter your network password in the password field.  The following screen will appear:
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	Select the selected files and folders icon.

Note – if you select the entire site option you may publish unfinished and unauthorised content that people are working on.
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	Select the website that you would like to publish from the list.
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	Select the website folder from the folder list.
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	Select the location of the webpage from the folder list.

	[image: image15.png]Folders | | Name |_Size | Modified 1_Attributes | Upload |
R ———————— [ 11172005 45656 PH
Y= 1 iont 11172005 52555 M
ohsap 20KB 21212005 85311 A
contact furctonasp 15KB 2/12/2005 30348 M
cotact teamasp  20KE 1312200540627 PH A
detsasp 2K6 8/09/2005 32110 P
dstibuonasp 13K /072005 124143 PM

Documentation

g
ECET
noooooo

foms
general
images
lnks
Newsitter
P
prosesses
systems.
Templates
waiing
ansnational
UriStinfo
archive
_pivate
01 _vienf
£ _viipwt
O _vti_seipt
O] it

pooooooooooooooo






	Locate the webpage in the name list.

Note – the letter A in the attributes field means that the content has been updated and requires publishing.

	Select the corresponding computer icon in the upload column.  The following dialogue box will appear:
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	Press the ok button.

	Go to the website that you have just published and ensure that it has all been updated correctly.


Step 3: Send confirmation advising that content has been published
	Action
	Details

	Contact the Web Author to confirm their webpage content has been published.
	Send an email to the Web Author to confirm the URL/hyperlink of the webpage that has been published.



Review website content

Web Authors are responsible for reviewing the content on their designated web pages on a regular basis.  It is suggested that this should be completed at least once a month.  Web page supervisors are also encouraged to review their websites on a monthly basis.

This process involves four steps.  It is important that these steps are carried out in order as demonstrated in the following process flow.
	Person responsible: Web Authors
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Instructions on how to complete each of the four steps are detailed under the relevant headings.

Step 1: Review existing web pages for accuracy

	Action
	Details

	Each Web Author is responsible for regularly checking website content on their nominated pages.
	Web pages should be checked for accuracy regularly – i.e. at least once a month.
Any feedback from key stakeholders should be used to initiate a review on an as-needs basis. 


Step 2: Check for broken or old links

	Action
	Details

	Each Web Author is responsible for checking for old or broken links on their nominated pages.
	Details of this process are available in the Web Authoring Guide.


Step 3: Ensure appropriate page title appears on all web pages

	Action
	Details

	Each Web Author is responsible for ensuring the correct page title appears on all web pages.
	Guidelines and instructions are available in the Web Authoring Guide.


Step 4: Review and update keywords on each page

	Action
	Details

	Each Web Author is responsible for ensuring they utilise the metadata function on web pages.  
	This allows for search engine optimisation.  Guidelines and instructions are available in the Web Authoring Guide.



Update left hand navigation
The BA: Data Management is responsible for managing the left hand navigation menu of all SAS websites.  Requests for changes to the navigation menu must be approved by web page supervisors before being requested of the BA: Data Management. However, it is the responsibility of the BA: Data Management to determine the appropriateness of the requested change and for the overall management of the navigation menu.  
The process for updating left hand navigation involves three steps.  It is important that these are carried out in order as demonstrated in the following process flow.
	Person responsible: BA: Data Management
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Instructions on how to complete each of the three steps are detailed under the relevant headings.

Step 1: Receive request to have left hand navigation menu updated
	Action
	Details

	Receive a request to have the left hand navigation menu updated.
	The request must be made in writing and already have the approval of the web page supervisor.
As the Unit’s Primary Web Author you are responsible for making the decision as to whether the left hand navigation should be changed.


Step 2: Update left hand navigation

	Navigation:
http://www.newdev.unisa.edu.au/menueditor/editor.asp?path=\sas

	Open Internet Explorer and enter the following address http://www.newdev.unisa.edu.au/menueditor/editor.asp?path=\sas
Note: you will need to replace ‘sas’ with the name of the site you are updating, i.e. campuscentral, enrolonline.

	Enter network user name in the user name field.

	Enter network password in the password field.
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	Press the ok button.
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	Locate the left hand navigation title you want to update from the menu hierarchy menu.
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	Enter the new left hand navigation tile in the title field.

	[image: image22.png]Fle Edt View Favortes Took Help

by BUEIT

) bt o ewelev.urisa. e aufmenueditorfedtor.asp?path={sas

& & [ s |

Folders and files in web.

Menu hierarchy

Sabout
) defauit asp
() feedback asp
) feedbackconfim asp
() feedbackconfim_cuted asp
) orgChart pat

Essupasp
Darchive

announceicons
©Rejectedicons
(5] announcements gif
(5 enrol it

Click on the folders and files above to add
them to the menu hierarchy.

Select items within the menu, then edit the
title and URLS for that item using the fields
in the Properties area

[Student and Academic Sevices
About SAS
Organisational chart
Student Systems Upgrade Project
Campus Central

Glossaries
IT Systems

URL

zorms/default.asp

e Edtor (erson: ... % |






	Press the save button.


Step 3: Publish updated left hand navigation
	Navigation:
https://www.applications.unisa.edu.au/publish/publish/  

	Open the ISTS publishing website.
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	Enter your network username in the username field.

	Enter your network password in the password field.  The following screen will appear:
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	Select the selected files and folders icon.

Note – if you select the entire site option you may publish unfinished and unauthorised content that people are working on.
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	Select the website that you would like to publish from the list.
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	Select SAS from the folder list.
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	Select menu from the folder list.
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	Select menu from the name column.  
Note – the letter A in the attributes field means that the content has been updated and requires publishing.

	Select the corresponding computer icon in the upload column.  The following dialogue box will appear:
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	Press the ok button.

	Go to the website that you have just published and ensure that it has all been updated correctly.



Archive website

The BA: Data Management is responsible for archiving copies of the website.  This ensures that a backup of the website is available should anything happen to the live version.  
Refer to the Web Authoring Guide for details on how to complete this process.

Glossary

	Name
	Description

	PAT
	Programs, Admissions and Scholarships

	BA
	Business Analyst

	G&R
	Graduations and Records

	IS&R
	Information Services & Reporting

	ESF
	Enrolment & Student Finance

	ERS
	Examinations, Results & Scholarships
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